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Bankruptcy Case Opening

For Attorneys

This process shows the steps and screens required for attorneys to open a bankruptcy
case on CM/ECF. The case is a chapter 7, no asset, individual consumer.

Internet users will access CM/ECF through PACER and will use two
different sets of logins and passwords; one for CM/ECF filing and the
other for PACER access to queries and reports.

This module will assume that the internet user has accessed the

court’s web site with their court assigned CM/ECF login and password.

STEP 1 Click on the Bankruptcy hyperlink on the CM/ECF Main Menu
Bar. (See Figure 1.)

EECF Bankruptcy + Adversary + Query + Reports -« Utilities + Logout

Figure 1

STEP 2 The BANKRUPTCY EVENTS screen displays. (See Figure 2)

-

Bankruptcy Events

i
F Bankruptcy  »  Adversary + Query + Reports .« Utilities + Logout ?
=

AnswerResponse
Appeal

Claim Actions
Iotions/Applications
Notices

Open BE Case

Open Involuntary Case
Other

Plan

File Claims
Creditor Mantenance...
TudeeTrustee Assignment

Figure 2

NOTE: Because of differences between courts, your actual menu options
may vary from this list.
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STEP 3

For further information on each of these categories, click the
HELP icon on the CM/ECF Main Menu Bar (the question mark,
pictured below). That will bring up a help screen. (See Figure 2a.)

ontext Help - Netscape

File Claims File a claim in a bankrptcy case.

|Motionszpp]ications |Pile a motion or application to a banlouptey case.

File the same document to many unrelated cases at the same time
(the user must make sure that there 15 no case-specific information in
this document). (See also Batch Filings.)

Multi-Case Docketing

|Notices |Pile a notice to a bankruptey case.

|Open aBE Caze |Open.l"Reopen a Banloruptey Case.

|Orders.|’Opi.nions |Pile an order or an opition to a bankruptcy case.

|Other |lee a miscellaneous document to a bankruptcy case.
|P1an |Pile aplan (e.g., Chapter 11 Plan) to a bankruptcy case.

|TrusteerS Trustee |Pile a document related to the chapter trustee or the 1.3 Trustee.

Allows the chapter 7 trustee to specify the action to be docketed for
each 341 meeting on a given date.

Trustee's 341 Filings

Updated 023000 (BankrupteyEents htr)

close | b

Figure 2a

This screen gives you more information about the menu
selections. To see information for other options, scroll down using
the arrows or scroll bar on the right. (See Figure 2a.)

To close this help screen, click on the “X” in the top right corned of
the screen, or click on the [Close] box at the bottom of the screen.
This will return you to the Bankruptcy Events screen.

At the Bankruptcy Events screen, click on the Open a BK Case
hyperlink. The Open New Bankruptcy Case screen will display
(See Figure 3.)

USBC - Southern District of Ohio
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SECF

e Utilities

STEP 4

Bankruptcy »  Adversary « QOuery + Reports « Logout

Open New Bankruptcy Case

Case type -
Date filed £/20/2002

Chapter |7 =
Joint Petition |[n =
Deficiencies |n =

Mext Clear

Figure 3

The case number will be generated later in this process and will
be displayed on the Notice of Electronic Filing.
The Case Type will always be bk. Leave it as it is.

The current date will always be displayed in the Date Filed field.

Select the Chapter from the pick list box, or skip it if the default is
correct.

The default value for Joint Petition is n (no); for a Joint filing
select y (yes).

If there are any required items missing from the petition, change
the Deficiencies box from ntoy. A deficiency list will then be
presented on a later screen.

When this screen is correct, click [Next] to continue.

The PARTY SEARCH screen displays. (See Figure 4.)

)

Open New Bankruptcy Case

Banhkruptcy +« Adversary + Query + Reports .« Utilities « Logout

Search for a party

S8 I
Last/Business name I
Search | Clear

Figure 4

Tax Id

USBC - Southern District of Ohio
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L 4 This screen is for you to enter the parties on the case. Before you
add the debtor, or any party, you should search the database to
see if that party already exists in the database from another case,
to eliminate duplicate records in the system. You can search by
Social Security Number, Tax Identification Number, Last Name or

Business Name.

. You can enter the last name to search the database. If
this is a business filing, enter the first word or significant
words of the business name to search. The entire
business name is stored in the Last/Business name field.
The field size is 200 characters.

Search Hints

e o o o o o o o

Enter one field of data for each search.
Format Social Security Number or TaxID with hyphens.
Include punctuation. (Garcia-Carrera)
Try alternate search clues if your first search is not successful.
Partial names can be entered.
Wild cards (*) should not be used at the end of search strings.

Wild cards may be used before or within search strings. (*son,Gr?y)
The asterisk * should not be used by itself. It will search ALL
records in the database and use unnecessary system resources.

2 In this lesson, we will enter the debtor’s last name and click

[Search].

NOTE: The entire name of businesses resides in the Last/Business field.
Therefore, for business filings, entering the first part of the name may be

sufficient to find a match.

STEP 5 If there are no matches, the system will return a No Person
Found message. (See Figure 5a.)

EE F Bankruptcy

Search for a party

S8 I
Last/Business name I

Search Clear I

Party search results

o person found.

Create new pary |

Adversary = Query -

Tax Id

= utilities - Logout

Figure 5a

USBC - Southern District of Ohio
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NOTE: Your name search may find more than one record having the same name
as shown in Figure 5b. Clicking on each of the names will display a
window showing the party’s address information for verification.

If none of the addresses are correct for this party, you can either 1.)
modify the address (for this case only) on the following PARTY
INFORMATION screen, or 2.) click on the [Create new party] button to
add a new person record with this address.

Bankruptcy  +  Adversary s Query « Reports + Utilities + Logout

[Search for a party
S8 I— TaxId li
) . Person Address - Netscape _ O] x|
Last/Business name -/
Susan Halston Interiors, Inc.
Search | Clear 45500 NW Loop 210
Suite 450
Alamo Heights, TE 78201
[Party search results

Halston Interiors, -

1 Halston Interiors, Inc.,

=
Select name from list | Create new party
Figure Sb
* Once you have tried alternative searches and determined that the

party is not already on the database, you can add them to the
database. Click [Create New Party].

STEP 6 The PARTY INFORMATION screen displays. (See Figure 6.)
EECF Bankruptcy +  Adversary + Query + Reports + Utilities + Logout ?
[Party Information
Lastname [pani=ls First name [Walter
Middle name [1. Generation | Tide |
SSIN [234-56-7890 222.11.1234 TaxID [
Office | Address 1 [1256 Hillwood Lane
Address2 | Address3 |
City [san antonia | State [Tz | zip [reziz |
County [Peachtree =] Comuy [
Phone [z10-555-sasd | Fax [
E-mail |
ProSe [no 7] Role [Debtor (dbipty) =l
Party text |
Laias.. | [ Revimwe | 3 S s msson
Submit | cancel | Clear |
Figure 6

USBC - Southern District of Ohio August 20, 2002
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L 4 Enter the debtor's Name and Address information in the
appropriate boxes . (For this lesson, our debtor is Walter
Daniels.)
NOTE: Do not use special characters such as parentheses, brackets, or percent
signs. These codes may cause problems with the BNC noticing program.
L 4 Select the debtor’s County of residence from the pick list box.
NOTE: Type the first letter of the county name for a faster search.
2 For this lesson, leave ProSe as no.

L 4 When adding a party, the Role Type will default to blank. To
change the Role Type, expand the pick list by clicking on the
down arrow and the select the correct party role.

NOTE: You must change the role type from blank to a valid party role before the
system will allow you to continue.

L 4 Enter further descriptive text for the debtor in the Party text field,
if appropriate (such as A Connecticut Corporation, Guardian of the
Estate, etc.)

L 4 It is not necessary to add the attorney representing the debtor.
Your name will be linked to the party you are representing
automatically at the end of this transaction. Your login will furnish
your attorney information to the system.

L 4 If the party has an alias, click the [Alias] button.

STEP 7 The ALIAS screen appears. (See Figure 7.)

=
EE F Banhkruptcy + Adwersary + Query + Reports .« Utilities + Logout o_
=

Jslias Information (Party Daniels, "Walter J.)
Last/Business name First name MMiddle name |Generation | Role
1 [paniels [raie | | [aka =]
2| | | | [aka =]
3 | | | [aka =]
4 | | | [aka =]
5 | | | [aka =]
Add aliases | Clear | Click the Add aliases button to return to the Party screen and submit all information for this party.

Figure 7

USBC - Southern District of Ohio August 20, 2002
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2 You can enter up to five alias names at a time. Alias Role
selections include aka, dba, fdba, and fka.

L 4 Click [Add aliases].

STEP 8 The PARTY INFORMATION screen reappears. (See Figure 8a.)
[Party Information
Lastname [paniels First name [Walrer
Middle name IJ. Generation | Title |
SSN |234—56—7890 223.11-1334 Tax ID |
Office | Address 1 [1256 millvood Lane
Address2 | Address3 |
City ISan Antonio State IK Zip I’?8213
County |Peachtree 'I Country I
Phone IZlD—SSS—SEBE Fax |
E-mail |
ProSe |[no = Role IDehtnr (db:pty) |
Party text |
[ias. | [ Reviews. | iiing o st st
Submit | Cancel | Clearl
Figure 8a
L 4 Clicking on the [Review] button at any time presents a screen

summarizing the attorney and alias activity for this debtor. (See
Figure 8b.)

=
EE F Bankruptcy + Adversary + Query + Reports + Utilities -+ Logout ?

F eview attorneys and aliases

Walter I. Daniels
mcheck fo remove from list
M ttorneys added:
PTone added.

liases added:
¥ Daniels, Walt (aka)

Return to Party screen | Clear |

Figure 8b

L 4 Verify the information.

USBC - Southern District of Ohio August 20, 2002
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STEP 9

Be careful about clicking the [Clear] button. You could accidently
delete information.

Click [Return to Party Screen].
The PARTY INFORMATION screen will return again as shown in

Figure 8a. If you are finished adding information for this new
party, click [Submit] to continue with Case Opening.

NOTE: If this were a joint debtor filing, a JOINT DEBTOR PARTY screen would
appear next.

STEP 10

STEP 11

*

Next, the system will display a screen confirming the assignment
of the Divisional Office code. The assignment is based on the
country code or zip code of the debtor. (See Figure 10.)

) 5
Bankruptcy +  Adversary + Query + Reports -« Utilities + Logout ',

Open New Bankruptcy Case

[Divisional Office 13 set to Pleasantwille based on the county code 32028 of the debtor

m Clear

Figure 10

The STATISTICAL DATA screen appears next. (See Figure 11.)

EE F Bankruptcy + Adversary + Query + Reports « Utilities + Logout

Type of debtor |7 al [T Corporation [ Parinership T Other
[T Rairoad T Stockbroker 7 Commodity Broker

Fee status m
Nature of debt lm
Voluntary lm

Origin [Oignal 3]
Date splititransfer Ii

Mext Clear |

Asset notice IND -
Estimated number of creditors |1-15 'I

Estimated assets |$D-$SD i} j

Estimated debts |$0-550 000 =

Figure 11

Select the Type of Debtor by clicking in the appropriate box(es).

USBC - Southern District of Ohio

August 20, 2002
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The Fee Status values are Paid and Installment. If the petition is
accompanied by an Application to Pay Filing Fees in Installments,
you would select Installment from the pick list box.

Designate the Nature of Debt as Consumer or Business.

The default value is for a Voluntary Petition. For Involuntary
Petitions, select Involuntary from the pick list box.

Enter the correct Origin code from the values Original, First
Reopen, Second Reopen, Third Reopen, Split or Inter-District
Transfer (Split and Inter-District are for Court-Use Only). No
action is necessary if this is the first filing; the default value of
Original is correct for this exercise.

Date Split/Transfer (Court-Use Only) is only necessary when a
joint debtor splits from the original case or if this case was
transferred in from another district. Leave this field blank.

Choose Yes or No for Asset notice designation.

Select the range of Estimated Creditors from the pick list box.

1-15

16 - 49

50 -99

100 -199
200 - 999
1,000 - over

Select the correct dollar range for Estimated Assets.

Under $50,000

$50,001 - 100,000
$100,001 - 500,000
$500,001 - 1 million
$1,000,001 - 10 million
$10,000,001 - 50 million
$50,000,001 - 100 million
More than $100 million

Select the correct dollar range for Estimated Debts.

«  Under $50,000
« $50,001 - 100,000

« $100,001 - 500,000
«  $500,001 - 1 million

USBC - Southern District of Ohio

August 20, 2002
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« $1,000,001 - 10 million

« $10,000,001 - 50 million
« $50,000,001 - 100 million
*  More than $100 million

* Click [Next] to continue.

STEP 12 If you have selected y for Deficiencies on the Case Data screen,
the Chapter 7 DEFICIENCY LIST screen will appear.
(See Figure 12.

NOTE: This list will vary by chapter.

EE F Bankruptcy » Adversary + Query =+ Reports -« Utllities -« Logout
Open New Bankruptcy Case

Deficiency List
Check item(s) NOT inciuded in the petition

™ Aty Disclosure Stmt.
I Aty Sign. Exhibit B

I Aty Sign. Page 2

" Db. Sig. re: Relief Av.
™ Inventory of Property
" List of All Creditors
" Schedule A

™ Schedule B

" Schedule C

" Schedule D

" Schedule E

™ Schedule F

" Schedule G

" Schedule H

" Schedule I
™ Schedule J

[C Stmt. of Fin. Affairs
™ Summary of Schedules

Figure 12

* Check the check box for each item that is not included with this petition. For this
exercise, select Schedules A-J.

* Click [Next] to continue.

USBC - Southern District of Ohio August 20, 2002
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STEP 13 The SELECT A PDF DOCUMENT screen appears.
(See Figure 13.)

C o
EE F Bankruptcy +  Adversary + Query + Reports -« Utilities + Logout o

Open New Bankruptcy Case

Select the pdf document (for example: CA1859cva01-21 pdf).

Filename

| Browse... |

Attachments to Document: & o  Ves

Figure 13

NOTE: Th
is screen is used for associating the imaged document with this entry.
Attorneys may not bypass associating an imaged document.

L 4 Click [Browse], then click on the down arrow V¥ for the Files of
type field.

L 4 In the drop-down box, click on All Files (*.*).

L 4 Navigate to the directory where the appropriate PDF file is
located.

L 4 Highlight the file. Then right click with your mouse and select
Open to verify the contents of the document. If this is the correct
file, double-click the PDF file to select it.

L 4 Accept the default setting of No for the Attachments to
Document radio buttons. Attachments will be covered in another
module.

L 4 Click [Next]

USBC - Southern District of Ohio August 20, 2002
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STEP 14

STEP 15

*

The INCOMPLETE FILINGS DEADLINES screen is presented,

showing the due date for the missing schedules A-J.
(See Figure 14.)

= 2
UEC F Bankruptcy +  Adversary + Query + Reports -+ Utilities + Logout ?
Open New Bankruptcy Case

[ncomplete Filings due date: 09/4/2002

M Clear

Figure 14

The deadline for filing the missing documents is calculated and
displayed. This will print on the final docket text and will exist as a
schedule record for queries and reports.

Deadlines may vary by court. The court will monitor deadlines for
compliance and will verify deficiencies.

Click [Next] to continue.

The Fee screen appears.

This screen will display the filing fee owed. After completing the
case opening process you will be able to make an electronic

payment for this and any other pending transactions. Click [Next]
to continue.

USBC - Southern District of Ohio

August 20, 2002



CM/ECF Attorney BK Case Opening - Page 13

STEP 16 The MODIFY DOCKET TEXT screen appears. (See Figure 16.)

EECF Bankruptcy +  Adversary + Query + Reports «+ [Utilities + Logout
Open New Bankruptcy Case

Docket Text: Modify as Appropriate.

Chapter 7 Voluntary Petition II

. Receipt Number cc, Fee
Amount $200 Filed hy Walter J. Daniels . Schedules A-J due 9/4/2002. (Wilson, D.)

MNext | Clear |

Figure 16

L 2 You may, if needed, enter any additional text in the text box.

L 4 Click [Next] to continue.

STEP 17 The FINAL TEXT EDITING screen displays. (See Figure 17.)

NOTE: This is the last opportunity to make any changes before the case is

officially opened.

Y
EE F Bankruptcy +  Adversary + (Query + Reports + Utilities + Logout o_
C =

Open New Bankruptey Case

Docket Text: Final Text

Chapter 7 Voluntary Petition. Receipt Number cc, Fee Amount $200 Filed by Walter J.
Daniels. Schedules A-J due 9/4/2002, (Wilson, D.)

Attention!! Submitting this screen commits this transaction. You will have no further
opportunity to modify this submission if you continue.

Mlext Clear

Figure 17

L 4 Proof this screen carefully! This is what will print on the docket
sheet.

L 4 If the docket text is incorrect, click the browser [Back] button at
the top of the screen one or more times to find the screen to be
modified, make the correction, and continue through the event.

L 2 To abort or restart the transaction, click on the Bankruptcy
hyperlink on the CM/ECF Main Menu Bar. Although this can be
done at any time, this is your last opportunity to change the event.

L 4 The case number will now be assigned. Click [Next] to continue.

USBC - Southern District of Ohio August 20, 2002
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STEP 18 An Electronic Payment screen will display. (See Figure 18) You
may continue filing or make electronic payment at this time. If you
have decided to continue filing, go to Step 19. If you are paying
now, proceed with Step 18.

% Electronic Payment - Netscape EH§|[5__(|

Swrmary of current charges:

Date Incmred Description Amount
2003-09-30 Woluntary Petition {Chapter 7)(2:03-bk-30185) $ 200,00 E
08:16:02 [tisc,volpTa] { 200.00) ;

Total: $ 200.00

Pay Mow Continue Filing

fed
1 YT 7 W47 LYY YT B T SV T oY WYV K N TP ST Y, P Y Y TN S Y TV T T
Figure 18
* Click [Pay Now].
L 4 A credit card information box will display. (See Figure 18a)

US_Courts@iccc.gov: Payment Collections - Netscape

Please enter your credit card information below:

! Name: Attorney
Total: $200.00
Card Type: |Please select a card type j

Card Number: [

Expiration Date: 09 =-|[2003 ~

Submit Payment |

H For your privacy and protection,
the information submitted here is encrypted using 128-bit SSL.

Figure 18a

USBC - Southern District of Ohio August 20, 2002
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Enter your credit card information; click [Submit
Payment].

A Transaction Processing screen will display. (See Figure
18b)

e US_Courts@icce.gov: Please wait while your transaction is being processed. - N... |Z||§|E|

Your transaction is being processed. Please wait while your
credit card is authorized. ﬂ

For your privacy and protection,
the information submitted here is encrypted using 128-bit SSL.

Figure 18b

Once the transaction has been processed a Transaction
Receipt screen will display. (See Figure 18c) Click [Close
Window].

E0X

|
q
¥

U.S. Bankruptcy Court
Southern District of Ohio

H Thank you. Tour transaction in the amount of § 200.00 has been completed.

Please keep a copy of your transaction receipt for fiuture reference. The transaction number is
1111B20493.
Close window
H
v
Figure 18c

USBC - Southern District of Ohio

August 20, 2002
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STEP 19 The NOTICE OF ELECTRONIC FILING screen displays.
(See Figure 19.)

|

Open New Bankruptcy Case

F Bankruptcy e Adversary - Query -« Reports - Utilities < Logout

TU.8. Bankruptcy Court
Systems Deployment and Support Division

[Motice of Bankruptey Case F

The following transaction was received from Wilson, D. L. entered on 8/20/2002 at 3:21 P CDT and filed on 8/20/2002
Case Name: Walter T Damels

Case Numbher: 1:02-ble- 10070

Document Number: 1

[Docket Text:
Chapter 7 Voluntary Petition. Receipt Number cc, Fee Amount $200 Filed by Walter J. Daniels. Schedules A-T due 2/4/2002.

(Wilson, D)
The following decumentis) are associated with this transaction

[Document description:Iain Document

Original filename: ONECF_Students\PDF Files\Woluntary Petition pdf

[Electronic document Stamp:

[STAME bkecfStamp TD=%81735245 [Date=8/20/2002] [FileNumber=7164-0] [0
led7d21aBddc2abBe 915809 3d6 2e8b 66316 60ci482b4b3d 18738701 762ccb 2ades
09769db12{a01act6699857 13759016 16balt335150dacdd5aB%05]]

1:02-bk-10070 Notice will he electronically mailed to:

D L Wilsen Dana_Wilsoni@aotz uscourts gov

1:02-bk-10070 Notice will not be electronically mailed to:

Figure 19

L 4 This Notice of Electronic Filing is the verification that the filing
has been sent electronically to the court’s database. It certifies the
that petition is now an official court document.

L 4 Make a note of the case number, which appears in blue. Clicking
on the case number hyperlink, 1-02-bk-10070, will take you to the
PACER login screen. After login, the docket report for this case
will be displayed. The case number may display as
02-10070.

L 4 Clicking on the document number hyperlink 1, will take you to the
PACER login screen. After login, the PDF image of the petition
just filed will be displayed.

2 The Notice of Bankruptcy Case Filing hyperlink appears at the top
of the Notice of Electronic Filing. Clicking on this hyperlink reveals
a notice (via PACER) summarizing the pertinent details and
participants of this case. (See Figure 20.)

NOTE: You must enter your PACER login and password to view any documents
or reports or perform any queries.

USBC - Southern District of Ohio August 20, 2002
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STEP 20 If you click on the Notice of Bankruptcy Case Filing hyperlink at
the top of the Notice of Electronic Filing, the Notice of Bankruptcy
Case Filing will be displayed. This notice summarizes the
pertinent details and participants of this case. (See Figure 19.)

NOTE: The Notice of Bankruptcy Case Filing will NOT initially include judge
and trustee information. Therefore, a user may choose to produce
this notice after the judge and trustee have been assigned to the
case, either manually by the court or automatically by the
Judge/Trustee Assignment.

Follow local court procedures for Judge/Trustee assignment.

EE F Bankruptcy +  Adversary + Query =+ Reports - Utilities -+ Logout

TUnited States Bankruptcy Court
Systems Deployment and Support Division

Notice of Bankruptcy Case Filing

E].E::tfr-om'callg .-_.. "
= 03/20/20&2

.i".-'
s en p’fd’
T =
Walter J. Daniels l-i L LA ey ; A
1256 Hillwood Lane |

San Antonio, TH 78213 A,
SSN 234-56-7890
adoex

Walt Daniels

A bankruptey case concermng the debter(s) histed belew was filed
under Chapter 7 of the United States Bankruptey Code, entered on J
0B8/20/2002 at 3:21 PI and filed on 08/20/2002 "

The case was filed by the debtor's attorney

D. L. Wilson

Wilson, Wilson & Assoc
2550 TH 10 West

FPH&

San Antonio, T 7E230
210-555-1235

[The case was assigned case number 02-10070

[The filing of a bankruptcy case automatically stays certain actions against the debtor and the debtor's property. If you attempt to
collect a debt or take other action in wiclatien of the Bankruptey Code, you may be penalized

[If you would like te wiew the bankruptcy petition and other decuments filed by the debter, they are available at our Jeferaet home
[page http /999,995 99 999/ or at the Clerk's Office 7550 IH 10 West, #1100, San Antonio, T3, 78223-5818.

T ou may be a creditor of the debter. If so, you will receive an additional notice frem the court setting forth inp ortant deadlines

John Jones
Clerk, U.S. Bankruptcy Court

Figure 20

USBC - Southern District of Ohio August 20, 2002
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This certification was created in addition to the initial notice of
filing. It also displays the debtor(s), attorney, trustee, case
number, time, and filed date of the case opening information. It
can be used to notice creditors as an official notice of stay besides
the 341 Meeting Notice to stop foreclosures and other creditor
actions. It may be saved or printed at the time of filing.

The Notice of Bankruptcy Case Filing is also available for viewing
or printing through the Query Main Menu Bar selection.

To print a copy of this notice, click the browser [Print] button or
icon.

To save a copy of this receipt, click [File] on the browser menu
bar and select Save Frame As.

USBC - Southern District of Ohio

August 20, 2002
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Case Opening Documents
NOTE: Each item must be docketed / filed as a separate document

Chapter 7

L 4 Voluntary Petition:

¢ Statement of Related Cases:

2 Verification of Matrix:

2 Statement of Intent:

4 Corporate Resolution:

Chapter 11

L 4 Voluntary Petition:

¢ Statement of Related Cases:

2 Verification of Matrix:

Automatically docketed as part of the
case opening process.

Docketed as a “Statement 1015-2 with No
Prior” or “Statement 1015-2 with Prior
Filing” accordingly. Docket event is
located in the Other category.

Docketed as a “Verification of Creditor
Matrix.” Docket event is located in the
Other category.

(If applicable) Docketed as a “Statement
of Intent.” Docket event is located in the
Other category.

(If applicable) Docketed as a “Corporate
Resolution.” Docket eventis located in the
Other category.

Automatically docketed as part of the
case opening process.

Docketed as a “Statement 1015-2 with No
Prior” or “Statement 1015-2 with Prior
Filing” accordingly. Docket event is
located in the Other category.

Docketed as a “Verification of Creditor
Matrix.” Docket event is located in the
Other category.

USBC - Southern District of Ohio

November 3, 2003
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4 Corporate Resolution:

Chapter 13

L 4 Voluntary Petition:

¢ Statement of Related Cases:

2 Verification of Matrix:

L 4 Chapter 13 Plan:

(If applicable) Docketed as a “Corporate
Resolution.” Docket eventis located in the
Other category.

Automatically docketed as part of the
case opening process.

Docketed as a “Statement 1015-2 with No
Prior” or “Statement 1015-2 with Prior
Filing” accordingly. Docket event is
located in the Other category.

Docketed as a “Verification of Creditor
Matrix.” Docket event is located in the
Other category.

Docketed as a “Chapter 13 Plan.” Docket
event is located in the Plan category.

USBC - Southern District of Ohio

November 3, 2003
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Judge / Trustee / 341 Assignment

The assignment of a Judge in all chapters, and the trustee and 341 meeting in
chapter 7 cases is performed using an automated assignment system. The
assignment is accomplished as follows:

STEP 1 Click the Bankruptcy hyperlink on the CM/ECF Main Menu. (See
Figure 1)

EECF Bankruptcy +  Adversary o+ Query » Reports « Utilities + Logout
Figure 1

STEP 2 The Bankruptcy Events screen displays. (See Figure 2)

EE F Bankruptcy

Bankruptcy Events

AnswerFesponse.
Appeal

Claim Actions
Ilotions/Applcations
Haotices

Cpen BE Caze

Cipen Involuntary Cage
Other

Plan

File Clamms

Creditor WMaintenance. ..
JudoeTrustee Assionment

ZaselUpLoad

Figure 2

L 2 Click on Judge/Trustee Assignment.

USBC - Southern District of Ohio September 29, 2003
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STEP 3 CM/ECF will now automatically assign a Judge and, if appropriate,
a trustee and 341 meeting assignment. When completed a
confirmation screen will display. (See Figure 3)

EE F Bankruptcy + Adversary + Query + Reports « Utilities + Logout

This may take a few mitntes . Please be patient. & confirmation screen will appear.
341 Judge And Trustee
. Case f : :
Case Title Chapter 341 Meeting Judge Name Trustee I
Auto Assignment of Tudge and Trustee
with Meeting of Creditors to Be MNoticed
Ilichael for 117072003 at 09:00 AN at 40 it :
oler Easter ; “West dth Centre. Ohjections for Clark Wil : Rucstr Jolinia
Dizcharge Due by 01/06/2004,
(Attorney, )
Figure 3
STEP 4 You may now click on the appropriate hyperlink on the CM/ECF

Main Menu to proceed with additional filing or to logout.
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